
Recreational Trails Program 
Grantee Claim/Payment Request Process 

 
1. Grantee logs into WebGrants and clicks on My Grants. 

  

 
 
 
 
 

2. Grantee clicks on the Title of the Grant to display all of the grant components. 
   

 
 

 
 
 
 
 
 
 
 
 
 



 
 
 
 

3. This screen will be shown. Grantee clicks on the “Claims” tab within grant components.  
 

 
 

4. Grantee clicks on Add to start a new Claim.  

 
 



This screen appears next. Click on any one of the c omponents to upload and complete 
your claim forms.  Click on Various Reporting Forms  to determine what you need to 
complete or upload. The Reimbursement Checklist wil l also provide valuable information.  

 
 
This is the screen for “Various Reporting Forms”.   

 



 
You can attach your named documents to any of these named attachments.  
 

 
 
After you have completed all of your claim components and uploaded all of your source 
documentation, you click on “Submit”.   

 
RTP staff receives a WebGrants alert that a claim has been submitted. FWP will review and if it 
meets requirements we will send an email notifying FHWA. 
 
 
 
 



 
This screen appears next.  Click on the “Claim Number” in blue.  This is the grant number 
followed by the sequence number of the claim. 
 

 
 
You can click on the claim and choose to print for your files. Review the “Reimbursement” 
section at the bottom of the screen.  Make sure that your numbers and totals are consistent with 
your totals in your source documentation. This is your new Expenditure Detail Spreadsheet! 

 



 
RTP staff receives a WebGrants alert that a claim has been submitted. From the grantor side, 
the claim and grant information will be shown on the screen. I will have the option to negotiate 
any one component back to the grantee and provide notes. The system will track all of the 
submitted versions of the claims.   

 
 
We will review and if it meets requirements she will send email notifying FHWA of claim. 
 

 
 
After the claim is approved and paid, the grantee will receive an alert that the claim has been 
processed.  
 
 



You can also log in to check on the status of your claim. It will show paid once it is approved 
and paid by FWP.  

 
 
You can also start a claim and retain your current information and attachments in “Editing” 
status until you decide to “Submit” your claim.  
 
 
 
 


